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General Instructions

Overview The Issue Tracking Application is a KDADS web application.

System

Firewall Settings may need added.
Requirements = To check if you will be able to access the KDADS Web Application site,
and Browser follow the steps on pages 3-4. If the sign in page does not display,
Settings our site will need to be added to your firewall. Please contact the
KDADS Help Desk for the specific address/port to be added to the
firewall.
e Internet Connection
e Internet Browser:
= Microsoft Internet Explorer 6.0 or newer - Recommended
= Firefox — current version
e Disable all Pop-Up blockers

Contact Persons

Issue Contact Person
Application How To Questions KDADS Help Desk
Password Change Phone:
(785) 296-4987
or
(800) 432-3535
E-Mail:

HelpDesk@kdads.ks.gov

Questions about the Issue Tracking | Phone:
Policies and Guidelines. (800) 432-3535




Accessing

Introduction

How To

the Application

Use Microsoft Internet Explorer or FireFox browser to access the KDADS web
application site. All KDADS Web Applications are secured and encrypted.

Follow the steps in the table below to accessing the login page for the KDADS
Web Application.

Step

Action Result

1.

Open the internet browser. Access

the KDADS Provider Information

Resource Web Site.
www.aging.ks.gov

The KDADS Provider Web Site
Home Page will be displayed.

—— T , T
@nz:f T — - 2.0 x| @ rouos o o |l )
Fle B2 View chntﬂ Tooks Hﬂp
%iv B v 0 e v Pagev Sueye Toowv Q- & ) 8N @
Goen) & |
| IS
Provider information Resource Website
raraae gy
Ass Care romes

CARE /1 CTO

forrs

Verws

2

Regurasors

Trwewg & Sormh
TOWSE

MCDLAT Povden
Tunes Fagosors

Fuicy se.erve Merwradsos

T marnin Capatmant 08 Agrg (FDOA | Sab Farped Wi trograes Yo P Sasaet Dagetvert of Soow s
Raraditaton Sarvom (SRS st e Dacatvect as a0l e Evvrtrrment 2OnE) uider o eeatutve ovder by
Oty Samn Brownbacs £ 0rter 10 thaaioe Pa Sebvary of fiste Mrvom

Tre S S0t & Secomng Te NAN A S DEPARTMENT FOR AGING AND DFSARILITY SESWICE § UDAD §) o
Ay 1002

AL Of e SRDIzy Becas POQTETE T ware ety Povsed It SRS 70w aperse 0t of KDADS. Some Soerese

Pgem ey e of SDHE e B0 POOPOEes PG KDADE. D OMIEITEN 19 SOAGNG Bervices 1 oW B3

FarAME WYass T L

Tre wrpose o The 508 & 10 Ol 5 (W 200t B 00Ranng MAOwaton r Aas AJMGas 90 Agng. Cariery e
NI g HOROU. et Tagetind Case Vieragers. Tagemed Cose Viragers A0 Care Hoves
T Proders o0 TS W Tha AJTN 870 D a0, Testeare

NEW OR UPDATED INFORMATION
™ o Sipdae f; .- .".n.;..l.n_
N2 WOTE W P wos 38
REDG PR Feoiaaian 200ean Seasty ® Toumeg fa Sosusoal Asanaamant inavament (FAL Rohagiad
Axses

® Toziea e Peoase Caniaces Saxe Masazeman (OCCN: Sohsddnd
. New lo—n Naveroer ¥

Now « Procass replacen

ol gt 1
Cuvvomer '0’0". .- Nxvmr )

Select the Web Applications link
under the “Applications Link”.

The KDADS Web Application Login
page will display.



http://www.aging.ks.gov/

Logging-In

How To Follow the steps in the table below to complete the Login process.
Step Action Result
1. Once the Login page is displayed. Insertion point advances.

Type the User Name.

Press Tab.

Kansas

Department for Aging
and Disability Services
Web Applications

I [ ox | [Comem |

Sign In
Eber your Single Sagn-Cn uses name and password bo sign n

[ oK || Canesl |

2. Enter Password. If it is the first | The Web Application Home
time signing into the page will display.
application, use the initial
password that was issued in the
e-mail from the KDADS
Information Services Division.

Click the OK button.




Accessing the Issue Tracking Application

How To Follow the steps in the table below to access the Issue Tracking application.

Step Action Result

1. To access the Issue Tracking
Application, click on the Issue
Tracking button on the Web
Applications Home Page.

MCO/Agency

2. Opens to the Listing page of the
Issue Tracking Application.

- SIS
[ [ ROLES MATRIX DISPLAY. % | [ Issue Tracking x ISD - Enter New Service Fe X | [—] Application Builder % | N, KDADS Web Apps Home | % / [1 Issue Tracking (KANCARE  \ [*] KAMIS Home x
« C' | 8 https;//webapps.aging ks.gov/pls/apex_dvl/f?p=179:1:3745385862120041:NOx: w g
"
| Issue Tracking - State Agency
Issue Tracking Listing [KANSAS DEPARTMENT FOR AGING AND DISABILITY SERVICES ] KANCARE  Classifications (res) || Authenticated Users (res)
Program ® KANCARE ) Non-KANCARE
CMHC HeBs-Autism | HeBs-FE L) HeBs-Muttiple [ HeBs-PD () HCBS-SED L) HCBS-TA
Provider Type [ HCBS-TBI DD TCM NF HF-HH OTHER PRTF SuD Display Selected Provider Type(s)
not selectad
/J Rows |15 ¥ Go _\’}' Registered Providers | Summary Report | | Application Information
-
1-150f32(3
'rraIZ;l.JnE Program Tvpe Topic Provider Name Status Facility Poster Hco Issue (display limited to 120 characters) MCO Assigned 1MC0 Response (display limite
. create new issue
7 13 KANCARE e ed HENRY MACE RESPONSE  KDADS el no dassifications selected
create in posted status (Post Issue selected) [92]
7 HENRY o ceatedand WIP.... then selected dassificatons...
i 18 KANCARE aMHC Clams/Payment  HENRY MACE POSTED KDADS i Sufoner et oo ot Tooue (o7
7 21  KANCARE cMHC Claims/Payment  HENRY MACE POSTED KDADS ni“c'g United steve - did you get this email? [31]
# 22 KANCARE cMHC Claim Denils HENRY MACE POSTED KDADS ni"é'g Urited Steve - did you get this emai? [31]
o a ) . HENRY ) new entry... no dassifications selected... set to Posted on
# 43 KANCARE HENRY MACE POSTED KDADS i e e
it 44 KANCARE aMHC - HENRY MACE POSTED KDADS g KDADS KDADS AND CMHC AND POSTED [25]
7 45  KANCARE cMHC s HENRY MACE POSTED KDADS ni“c'g AmeriGroup 21 AND CMHC AND POSTED [22]
KATHL
. 3 WELL-
i 43 KANCARE s - K, HARTWEL RESPONSE  KDADS HARTWELL-  KDADS There is an issue at the office. [32]
REMP
> ) . HENRY ) create issue leaving in WIP, then make changes and Apply
& 14 KANCARE FENRYMACE POSTED KpaDs MACE Changes after checking Post Issue. [31]
o S HENRY create and Post Issue with CMHC and Claims/Payment
# 17  KANCARE aMHe Claims/Payment  HENRY MACE RESPONSE  KDADS i ameriGroup 52t 204 TRAININGO2
it 23 KANCARE aMHC ClambDenals  HENRY MACE POSTED KDADS g KDADS Steve - you should reczve an emal for this entry? [51]
74 28 KANCARE - Claims/Payment __HENRY MACE POSTED KDADS LETEY) Urited 444444444444440 000004 [91]




Navigation — Issue Tracking Listing

Introduction  The report displays the issues that have been entered in the Issue Tracking System.
The listing is an Interactive Reports, which gives the user a table view then allows
the user to utilize filters and other reporting tools to create custom views of the
data.

Select the appropriate criteria and click on the Display Selected Provider Type(s) button.

Issue Tracking Listing [KANSAS DEPARTMENT FOR AGING AND DISABILITY. SERVICES ] KANCARE. Classifications (res) || Authenticated Users (res)
Progrem @ KANCARE ) Non-KAMCARE
[Clemuc [T HeBs-Autism [ HCBS-FE [C1HCBS-Multiple [T1HCBS-PD [C/HCBS-SED [C1HCBS-TA
Provider Type [CIHcBs-TBI  [JIDD TecM  [CINF CINF-MH [CloTHER [CJPRTF [Clsup | Display Selected Provider Type(s) ) I
H
FllterS — [CInot selected
= \
J Rows 15 = [Go| 2O} g i ry Rep pplicati =
I~ _‘_’ﬁ' Registered Providers | | Summary Report | | Application Information
1-150f31 (3
Tr:z;i”:“ Program Type Topic Provider Name Status Facility Poster MCo Issue (display limited to 120 charac
. t HENRY create new issue
& 13 KANCARE "°‘ ed " HEMRY MACE RESPONSE  KDADS MACE B no dassifications selected
SSEC reate in posted status (Post Issue selected) [92]
HENEY created and WIP.... then selected dassifications... )

A report based on the filters selected will display.

The report is interactive with a search field. Enter the criteria and click on the “Go”
Button. Additional sorting and filtering options as well as a download utility can be found
under the “Gear” icon. Detail instructions regarding additional features of the interactive
report are located in this document on page 11.

Issue Tracking Listing [KANSAS DEPARTMENT FOR AGING AND DISABILITY SERVICES ] KANCARE _Classifications (res) ||_Authenticated Users (res) |
Progrem @ KANCARE ) Non-KAMCARE
[ClemHe [C1HeBS-Autism [T HCBS-FE [C] HCBS-Multiple []HCBS-PD [T HCBS-SED [C1HCBS-TA
Provider Type [CIHcBs-TBI  [CJmD Tem  [CnF [Tl F-MH [CloTHer  [CIPRTF [CIsup I Display Selected Provider Type(s) )
[CInot selected
Search Field .
— ) Rows 15 ~ [Go] L0, egi i ry Rep pplicati ?
—’/ L _‘_’ﬁ' Registered Providers | | Summary Report | | Application Information
1-150f31 (3
Issue Program Type Topic Provider Name Status Facility Poster MCO Issue (display limited to 120 charac
Tracking#
) q — create new issue
(74 13 KANCARE e - HENRY MACE RESPONSE ~ KDADS et - no dlassifications selected
SSEC reate in posted status (Post Issue selected) [92]
HENEY created and WIP.... then selected dassifications... )




Navigation — Issue Tracking Listing

The report is also interactive by utilizing the column headings to sort or filter by the

content. /

1-150f 3103 l/
Program Type \ Topic
o =
4 13 | |
I 18 |KANCARE Paymer
74 21 KANCARE CMHC Claims Paymen
|74 22  KANCARE CMHC Claim Denials




Navigation — Registered Providers

Introduction

The Registered Providers button will display a list of providers and an overview
of the number of issues they have posted.

Registered Providers:

Registered
Providers

-~

/_)’

[Clemue

Provider Type [C]HCBS-TBI

[“I not selected

KANCARE ) Mon-KANCARE

[T HeBs-Autism [JHCBS-FE [ HCBS-Multiple [T]HCBS-PD [[1HCBS-SED [[]HCBS-TA

[[11oD TCM

Rows 15 - 5'55:3’

[CInF

[T NF-MH

[[JoTHER [IPRTF

Registered Providers || Summary Report | | Application Information

[C1sup [

Display Selected Provider Type{s)

A list of registered providers will display.

Issue ite Agency

1-150F22(3)

First Name

10
SANDY
JENNIFER
RHONDA
KATHI
PAM
JULE
AQUILA
HENRY
DEBY

3
CLINICAL
TEST

a

BRAD

1-150f22(3)

Registered Providers
Retum To Issue Tracking Lsting
2 Rows [ 15
-

Last Name

BAUER
TURNER
SPRINGER
BOOSE
HARTWELL-REVP
MCDIFFETT
FIGES

JORDAN

MACE

M

BEARS
DIRECTOR.
LARSON

a

RIDLEY

Phone
785-291-3450
785-206-5663
785-206-6530
785-363-6635
785-296-4275
785-368-6241
785-296-4736
785-296-0787
785-250-9378
7852364387
913-785-1111
7855555555
7894567897
a
99939999299

Created By

SANDYTURNER
Pravider”
Pravider”
Provider”
Provider”
MANUALLY
Provider”
SANDYBONJOUR
CISSTMCKINZIE
“Provider”
SANDYTURNER

“Provider”

Created On

09/12/2011
0s/24f2012
04/30/2012
04/24f2012
06/21/2013

12/20/2013
12/27/2013
01jo7/201%
01/23/201%
121342013
12j31/2013

wie

Posted

Mco

Agency.

Provider Name
KDADS
KDADS
KDADS

‘THE TEST PROVIDER FACILITY NAME
SRS

SRS

KDADS

KDADS

KDADS

3 Bears home

The Treatment Center
3 BEARS HOME

a

KDADS

Controls (WIP, Posted, MCO, Agency counts)

Program () KANCARE ' Non-KANCARE

Select the Return to Issue Tracking Listing to return to the issue list.




Navigation — Summary Report

Introduction  The Summary Report button will display an overview of the number of issues
logged and the agency responses entered.

Summary Report

Issue Tracking - State Agency

Tssue Tracking Listing [KANSAS DEPARTMENT FOR AGING AND DISABILTTY SERVICES ] KANCARE _Classifications (res) || Authenticated Users (res)

Program @ KANCARE () Hon-KANCARE

["TemHe |1 HeBs-Autism [T HCBS-FE [T HCBS-Multiple [T HCBS-PD [T1HCBS-SED [T|HCBS-TA
Provider Type [JHCBS-TBI  [C]1DD TCM CInF [T HF-MH [[JotHER [CIPRTF [[Isup [ Display Selected Provider Type(s)
[“Tnot selected
-~ =
/J Rows 15 ~ @v Registered Providers Application Information
v

Select the Summary Report button.

Summary

Report Report (01/2014)
MCO/Agency
Program @ KANCARE ©) NonKANCARE || AmeriGroup [l sunflower [C]United
KDADS [T KDHE [ un-assigned

Month Year () Display all Entries @ 2014-01
Issue (12) Agency Response (1) |completion Percentages (01,‘2014)|
|_|_We |T',rpe |C0mpleti0n Percentages (01/2014)
ke 3 [owmc o ‘RESPONSE / (POSTED + POSTED MCO + RESPONSE): ’1}?‘8‘%
|HCBS-Autism | 1| [nces-Autism [o
| not selected |_2 | not selected |T
|(not identified) | 6| [(not identified) [o
| iz 1
|Topic |Topic
| Claim Denials | 2 |ciim Deniis lo
(ot identified) |10 [(not identified) [+
| 12| | 1
|Poster |Poster
|HENRYMACE [10  [HENRYMACE [+
|KATHHARTWELLREMP | 1 [KATHMARTWELLREMP [0
| TRAININGO1 |1 [TRammeo1 [o
| 12| | 1
\Mco IMco
| o | 0
|Assigned to |Assigned to
[DEBYZIMMERMAN | 2 [DEBYZIMMERMAN |1
| SANDYTURNER |1 [sANDYTURNER [o
| not_assigned |—2 | not_assigned |H
| 5| | 1

The Summary report will display.

Select the Return to Listing to return to the issue list.




Navigation — Classifications (res)

Introduction The Classification (res) button will display the individual assigned to the
program.
Issue Tracking - State Agen
Issue Tracking Listing [KANSAS DEPARTMENT FOR AGING AND DISABILITY SERVICES ] O | Authenticated Users (res) |
Program () KANCARE @ Non-KANCARE
[[JemHe  [1HeBS-Autism [T1HCBS-FE [(]HCBS-Multiple [[THCBS-PD [T1HCBS-SED [T]HCBS-TA
Provider Type [ Display Selected Provider Type(s) ]
[ IHCRS-TRI 110N TCM. [CINE. I ME-IH. [CIATHER _[CIPRTE [Clsun.
Classifications

(re S) Issue Tracking - State Agency
Cancel (return to issue listing)
Program () KANCARE ) Mon-KANCARE
List @ TYPE © TOPIC
P @G,

Mo data found.

Select the Program.

Issue Tracking - State Agency

Cancel (return to issue listing)
Program @ KAMCARE ) Non-KAMCARE
List @ TYPE O TOPIC
D g
& v
1-150f 15
Program Values Assigned (default
KANCARE CMHC DEBY ZIMMERMAN
KANCARE HCBS-Autism  SANDY TURNER
KANCARE HCBS-FE STEVE™ HANSEN= (5LH)
KANCARE HCBS-Multiple  DEBY ZIMMERMAN
KANCARE HCBS-PD DEBY ZIMMERMAN
KANCARE HCBS-SED DEBY ZIMMERMAN

Select the Return to Issue Tracking Listing to return to the issue list.
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Navigation — Authenticated Users (res)

Introduction The Authenticated (res) button will display a list of authenticated users.

Issue Tracking - State Agen

Classifications (res] Authenticated Users (res)

Program () KANCARE @ Non-KAMCARE

[[JemHe  [1HeBS-Autism [T1HCBS-FE [(]HCBS-Multiple [[THCBS-PD [T1HCBS-SED [T]HCBS-TA

Provider Type [ IHCRS-TRI 110N T [CINE. [ I ME-MH [CIATHER _[CIPRTE [Clsun. [ Display Selected Provider Type(s) ]
Authenticated e
Users (res) Tssue Tracking - State Agency
Authenticated Users

[ Return To Issue Tracking Listing ]

/’Jv Rows 15 - ‘}v

Facility Type Program Category Email Organization Facility Name
AGENCY KANCARE DEBY ZIMMERMAN deby. zimmerman @aging.ks.gov 12 -
AGENCY KANCARE KATHI HARTWELL-REMP  KATHL.HARTWELLREMP@KDADS K5.GOV 12 KDADS
AGENCY COTHER KATHI HARTWELL-REMP ~ KATHL.HARTWELLREMP@KDADS K5.GQV 12 KDADS
AGENCY KANCARE HENRY MACE HENRY.MACE @DADS.K5.GOV 12 KDADS
AGENCY COTHER HENRY MACE HENRY.MACE @KDADS.K5.GOV 12 KDADS
AGENCY KANCARE JAMIE MORGAN JAMIE.MORGAN@KDADS.KS. GOV 12 =
000 OTHER JAMIE MORGAM JAMIE.MORGAN@KDADS.KS. GOV 12 =
AGENCY KANCARE KATHRYM WAHWASUCK  Kathryn. Wahwasudk@aging. ks.gov 12 -

Select the Return to Issue Tracking Listing to return to the issue list.

11



Issue Tracking Listing — Interactive Report Functions

Features Below are the more commonly used reporting tools features offered by
interactive reports.

How to 1. Openthe Web Application at the Interactive Report view.
2. Click on the gearicon. a
3. Report Control List will display. o

| Rows |15 v # > Create

Select Columns I

{ Filter

%
2% Sort
3%

= Control Break

Highlight

—
Ijjj Compute
5o

- 3 Aggregate

Jig Chart

.@\ Flashback

—EH Save Report

\19 Reset
J Help

: .@ Download

Functions  This instruction guide will cover only the most commonly used report functions.
Covered Those functions are Filter, Sort, Control Break, Highlight, Save Report, Reset, and

Download.

12



Issue Tracking Listing — Descriptions

Functions Below is the descriptions of the functions available in an interactive report.

Reporting Control List

Action

Select Columns

<#  Control Break

Highlight

=
B33 Compute

z Aggregate

.(L/\ Flashback

—‘I—EH Save Report

19 Reset

J Help

fi Download

Select Columns — Used to modify the columns displayed. The
columns on the right are displayed. The columns on the left are
hidden. You can reorder the displayed columns using the arrows on
the far right. Computed columns are prefixed with **.

Filter — Used to filter data for a more detailed view of information.

Sort — Used to change the column(s) to sort on and whether to sort
ascending or descending. You can also specify how to handle nulls
(use the default setting, always display them last or always display
them first). The resulting sorting is displayed to the right of column
headings in the report.

Control Break — Used to create a break group on one or several
columns. This pulls the columns out of the Interactive Report and
displays them as a master record.

Highlight — Highlighting allows you to define a filter. The rows that
meet the filter are highlighted using the characteristics associated
with the filter.

Compute — Computations allow you to add computed columns to
your report. These can be mathematical.

Aggregate — Aggregates are mathematical computations performed
against a column. Aggregates are displayed after each control break
and at the end of the report within the column they are defined.
Only numeric columns will be displayed.

Chart — You can include one chart per Interactive Report.
Depending upon the data in the report, the chart function may not
be useful.

Flashback — Not available.

Save Report — Saves the customized report for future use. You
provide a name and an optional description. A tab will be displayed
for each report saved.

Reset — Restores report to the default settings.

Help — On-line Help on report functions.

Download — Allows the current report to be downloaded. The
download formats is CSV which can be opened through Excel.

13




Issue Tracking Listing — Filter

How To

Follow the steps in the table below to filter a Report.
Step Action
1. Select Filter from the Control
list.
1-150f3205 —Seec lrlurgs
Tadime  Powem  Tue Tosh Y Fiter
I 13 KANCARE Pekcted it sort
2. Select the Column to filter
Select the Operator
3. Select the Expression.
e By clicking on the drop
down arrow at the end of
the express field, options
will appear if appropriate.
4. Click on the "Go" button. ~ s G
Report will display. i v
[ =¥ Reviewer = 'DEBYZIMMERMAN' % I

The filter criteria will display at
the top of the report.

Check Box = Enable or Disable the fi‘Iter
Filter = Removes the filter

14




Issue Tracking Listing — Sorting

How To Follow the steps in the table below to sort a Report.
Step Action
1. Select Sort from the Control
“St 1-150f32 (> Select Columns
T Isiue Program Type Topi _
L= & Fiter
7 o e T 1 oo
2. Select the Column(s) to be
sorted. o o cows 5~ (6953,
Select the Direction 2
. . 1
(Ascending or Descending) 33 sor
. Column Direction Mull Sorting
Select how the Blank Fields 1 Report Date ~ Descending ~ Default -
(nU”S) should be dlsplayed 2 - Select Column - ~ Ascending ~ Default -
3 - Select Column - « Ascending ~ Default -
4 - Select Column - « Ascending ~ Default -
£ - Select Column - + Ascending « Default -
6 - Select Column - - Ascending - Default -
3. Click on Apply. Report will
display.

15




Issue Tracking Listing — Control Break on Information

How To

Follow the steps in the table below to create breaks on the data information.
Step Action
1. Select Control Break from the
COHtrOl |ISt. /’/’ Rows 15~ 13;5’ Registered Prov|
1-150f32 (> Select Columns
A
i Lowwess 2 b
%1 18 KANCARE €MHC Qaims/pay Control Break
2. Select the Column(s) the data
will brgak on. . D o o .
Select if the Break Status is b4
enable or disenabled. Control Break
Column Status
1[- Select Column - v] [Enabled (v
2 | - Select Column - v‘\liEﬂabled v
3 | - Select Column - vAHinnabled v
4 |- select Column - ¥|[Enabled ¥
5 B Sélect Column - & \ \ Enabled ¥
6 | - Select Column - VHEnabled v
3. Click on Apply. Report will

display.

The column selected in Step 2
will become headers.

16




Issue Tracking Listing — Highlight Information

How To Follow the steps in the table below to apply highlights to the Report.
Step Action
1. Select Highlight from the
Control list. s Rows 15~ (&) 0B, feos
1-150f32(3 Select Columns
Issue |
Tracking# [ES R iy Topij '{ Fiter
Iz IgANCAR B - é@ Sort
74 18 KANCARE CMHE i QDO B2k
7.4 21 KANCARE CMHC Claims/Pay Highiight

2. Select the criteria for the
highlight display. 2 Rows 15+ [0 (G,
i Name Highlight
e Enabled Name
L] nghllght type Enabled Yes -

Highlight Type Row +

L Background CO|Or Background Calor DD
L] Text COIOr H|gh|\gm[}n::\::ﬂmm [o T
Column Operator Expression
e Column - o ;
o Operator -Cance\
e Expression
3. Click on Apply. Report will
display. ~ o
p y /J’ Rows 15 = 7'9"5' [Rec
=l %
Issue Tracking# = 13 w
1-150f32 0>
Tr;:ili]ne Program Iype Topic Provider N
I 13 KANCARE siéc - HENR'Y MACE
i 18
I 21

17



Issue Tracking Listing — Saving

How To Follow the steps in the table below to save a specialized Report.
Step Action
1. Select Save Report from the
Control list. T rshooc ,
s () Reset ;
d Help
s e
2. Enter the Name of the Report
to be saved. This will become
the Report Tab's name.
3. Click on Apply. Report will
display on a separate tab. :
Working Report | e 1 B el iy
= Saved Report = "Completed Report” 3
1-10f1
4, If the report is no longer
needed, it may be deleted. o —— {;,5,
1. Click on the delete icon Would you like to delete these report settings?
(icon with red X)
2. Dian.g b.ox will di'splay T Sed Renort
conflrmlng deletlon Of the = Saved Report = "Completed Report” H3g
report.
3. Click on Apply.

18




Issue Tracking Listing — Reset Report

How To

Follow the steps in the table below to reset the Report back to default.

Step Action
1. Select Reset from the Control
||St [ O Flashback ]
:i a Save Report IE
EEa—
1 @ v :
; @Download
2. Click on Apply to reset the
report. S e o &
(19 Reset

Restore report to the default settings.

19




Issue Tracking Listing — Downloading Data

How To Follow the steps in the table below to download the report data.
Step Action
1. Select Download from the
Control list. e f
d Save Report t
@ Reset i
& help !
|
2. Click on the CSV Icon.
The only option in the , rows 15 ¥ 69 @B,
download format is CSV. -
I‘.Download
Choose report download format:
L., \./
csv
3. File download dialog box will
display. Select Save.
4, Save As dialog box will
display. Select the location
(Save in) and the File name.
5. Browse to the File Location
and Open file in Excel.
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Issue Tracking Entry Detail

How To

Follow the steps in the table below to access the report detail.
Step Action Result
1. Under the Edit Column, click on the The detail page will display.

paper icon.
1-2o0f2
I
Tra:il:ne - Program Tvpd
7 4 48 KANCARE Astism
46  KANCARE Hcas-
1-2of 2
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Issue Tracking Report Details

Introduction Clicking on the edit icon (paper) on the Issue Tracking Listing will display the issue
details.

= Tracking - State Agency

Issue Tracking Entry ( KANCARE ) |
|Faci.y.|r Email { Phone:
ST ) THE PROVIDER NAME | HENRY.MACE@KDADS.KS.GOV |/ 7852964987
first name: last name:
TRAINING ONE
Poster Issue:

We need to be paid for our services in a timely manner.

Issue Posted Date: 01/24/2014 11:36 AM

Claims/Payment entries: 1 - Number resolved: 0 Number activities logged (by MCO): 0 - Number activities with Agency response: 0

Claims/Payments Listing Issue Logaing Listing History Listing

[MCO Response from 21
Assigned to [ ]

MCO Response: ‘

File Uploads
Resolved by MCO Date:
|Resp0nse and/or Resolution (from State Agency)
Assigned £0 SANDY TURNER ~  [Cchack to send emai notica
Agency Response (entry) ie‘ .
« Uploads

0 of 4000

Agency Response Posted: Select to indicate Agency Response is completed.

Add User TRAININGO1 Add Dt 01/24/2014 11:35 AM Mod User TRAININGO1 Mod Dt 01/24/2014 11:36 AM Status: POSTED Tssue Tracking Mumber: 61

Return to Issue Tracking Listing | | SAVE (Apply Changes)

Continued on next page
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Issue Tracking Report Details (Continued)

Claims
Payment
Listing

—l i
Clims/Payments L\stanl Issue Logging Llst\n! History Listing
oy

Claims
Payment
Listing

The links displayed will be determined by the type of issue.

|Issue Tracking Entry ( KANCARE ) |

Facility / Email / Phone:

KDADS | HENRY.MACE@KDADS.KS.GOV / 785-296-5875
first name: last name:

HENRY MACE

Provider Information

Poster Issue:
\create and Post Issue with CMHC and Claims/Payment selected

Issue Posted Date: 01/15/2014 09:28 AM

Claims/Payment entries: 0 - Number resolved: 0 MNumber activities logged (by MCQ): 0 - Mumber activities with Agency response: 0

Issue Log'ging History I\-Iistory Listing

Click on the Claims/Payment Listing link to view the Claims Payment Issues Listing.

g - State Agency
Claims/Payment Issues Listing

P

Rows 15~ 5,9)' Return To Issue Tracking Entry

Provider  ProgramType  MCO  BillingDt  BilledAmt  Paid Amt Ouéanﬁﬂmt Status  MCOCommentDt  MCOResolved Dt  HCO Special PaymentDt  Provider Posted
Outstanding Amt
17 Yemommime o A o 0 ) m oK - . - 1ES

Clicking on the edit icon (paper) on the Claims/Payment Issues Listing will display the
Claims Payment Entry.

Issue Tracking - State Agency
Return to Claims/Payments Listing
Claims/Payment Entry

Provider Name THE PROVIDER NAME
Biling Date 01/01/2014
Estimated Patient Liablity Amount 200
Number of Claims Biled 6
Paid Amount 100

Program Type CMHC MCO [] AmeriGroup
Billed Amit 2000
Estimated Payment Amount 1800
Number of Claims Paid 1
Estimated Outstanding Amount 1700
Poster Comment We need paid now.

Provider Posted YES
01/24/2014 11:36 AM

MCO Comment

KATHI HARTWELL-REMP

MCO Resolved YES MCO - Was a Special Payment Made? [ | ygs

Status POSTED Add User TRAININGO1 Add Date 01/24/2014 Mod User Mod Date

Continued on next page
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Issue Tracking Report Details (Continued)

Issue

Logging
History

Click on the Issue Logging Listing link to view the logging list.

Clicking on the edit icon (paper) on the Issue Logging Listing will display the Issue
Tracking Log Entry.

ing - State Agency

. =
/J Rows 15 - 5_93' Return To Issue Tracking Entry
-
MCO Note Added by date Agency Note Updated by date
L_/j‘ ‘e have looked at the daim and will be issuing a check shortly,  TRAIMINGO2 01/24/2014 -

Cancel | | Apply Changes

MCO Note We have looked at the clim and wil be issuing a check shartly.
Add User TRAININGD2
Add Dt 01/24/2014

State Agency Note plagse inform when check has been issued.| -

41 of 4000
Mod User
Mod Dt

Agency staff may enter a response in the State Agency Note field. Click on the
Apply Changes button to save the response.

Issue Tracking - State Agency

The Activity entry has been posted/updated.

- o
/_) Rows 15 - 5_‘93’ Return To Issue Tracking Entry
v
MCO Note Added by date Agency Note Updated by date

J‘.\_/j We have looked at the daim and will be issuing a check shortly.  KATHIHARTWELLREMP  01/24/2014  Please inform when check has beenissued.  KATHIHARTWELLREMP  01f24/2014

1-1

Continued on next page
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Issue Tracking Report Details (Continued)

History Click on the History Listing link to view a history of the issue history.
Listing

Issue Tracking - State Agency

Return To Issue Tracking Entry |

| status | add dt |days IE min. |was assigned to now assigned to | add user
|RESPONSE [01/24/14 01:28:02 PM | [ |[SAMDYTURNER  [SANDYTURNER  [KATHIHARTWELLREMP

Click on the Return to Issue Tracking Entry button to return to the Issue Tracking
Entry page.

Continued on next page
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Issue Tracking Report Details (Continued)

Issue Response  Follow the steps below to respond to the issue.

0 of 4000

Agency Response Posted: [ Select to indicate Agency Response is completed.

Step Action Results
1. Enter the response in the agency
response field.
Response and/or Resolution (from State Agency)
Assigned t0 SANDY TURNER = [Ccheck to send email notice
Agency Response (entry) File.
. Uploads

2. Upload files as needed.

3. Check the Check to send email
notice checkbox if needed.

4, Check the Agency Response Posted
checkbox if response is complete.

5. Select the SAVE (Apply Changes) Saves the information.
button. Sends email as indicated.

Add User KATHIHARTWELLREMP Add Dt 01/21/2014 11:34 AM Mod Dt

Return to Issue Tracking Listing | SAVE (Apply Changes) |

Status: POSTED Issue Tracking Number: 48

6. The response will display on the
issue listing.

MCO Assigned MCO Response (display limited to 120 characters) Assigned To

DEBY ZIMMERMAN

DEEY ZIMMERMAN

DEBY ZIMMERMAN

Response (display limited to 120 characters) Response Date

01/16/2014 03:00 PM

SANDY TURNER. [ Problem has been fixed. ] 01/21/201401:55PM
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Upload File Attachment Utility

Introduction At times, it is necessary for additional information to be attached to the report.
All attached files are associated with the Issue Tracking worksheet.

How to Attach a File

Follow the steps below to attach a file to a specific report.

Step Action Results
1. The Attached Files Region is on the
right side of the page.
Attached Files
To Attach / Upload File:
Steps to Upload a File:
Browse to the file location by clicking on the "Browse..” button  To Delete a File:
Type a unigue name in the "File Name” field for easy Only the person who uploaded the file can delete the
identification. file.
Click the "Upload or Delete File” button. Click on the checkbox next to the file to be deleted.
Do notupload ".docx” or "xlsx” files. Click on the "Upload or Delete File™ button.
{Save "docd™xlxs" files as POFs then upload the POF file.)
—Bmwge File(s) Uploaded 04/21/13 05:33:51
File size limited to 1mb! M
File Mame: Upload or Delete File |
/-/ @ ?’Qv
Mo data found.
2. In the Attachments region, click on The “Choose File to Upload” dialog
the Browse button box displays.
3. Browse to the saved document to be | For best results attach only the
attached. following type of documents:
Document Action
Type
Word or Excel | Convert documents to Acrobat Reader format
(pdf) before attaching
PDF (Acrobat) | Attach with no additional steps needed
Graphics Attach JPG or GIF type graphics — do not attach
TIF files

Continued on next page
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Upload File Attachment Utility (Continued)

How to Attach a File continued

Step Action Results
4. On the Choose File to Upload dialog | File is selected and entered into
box, click on Open button the Upload File field.
5. Enter a Name in the File Name field.
6. Click on Upload or Delete File button | Completes the upload. Table of
the attached files is displayed.

Attached Files

iy L E e 0 L E 0l C L} dad USE
view contact list of customer 462387  Contact List.pdf  04/21/2013 05:33:51 pm  DEBYZIMMERMAN

1-1

Note: If the file is too large, a warning notice will be displayed that the file was too
large and was deleted.

-

sletad

l2ss than 1mb is size! 12/14/02 11:42:14 AM

too |

1

0

nmn

LN

3
- W

rge.

us
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Viewing an Attachment

How to View the File

Follow the steps below to view an attached file on a specific report.

Step Action Results
1. Click on the file name "Contact Listing" in the above
example
2. The document will openin a
separate window.

£] htps

i¢ Favarites

(@ htips: /fwebapps.aging.ks.gov/pls/apex_dvl...

[T L v ) & ® @ [eo5% - Collaborate = 4 Sign +

ks.gov, v &

File Edit GoTo Favorites Help

oo Y g v

= https://webapps.aging.ks.gov/pls/apex_dvl/wwyv_flow_file_mgr.get_file?p_s... B@g
- Bk

4[|

< @cConvert v PRSelect

Page ¥ Safety ¥ Tools ¥

»

= i

Contact numbers for Mr. Jetson:

Elroy

101 Skypad Apartments, #3001
Orbit City

555-555-5555

Judy

5000 Little Moon
Saturn
999-888-7777

Astro

800 MilkBone
Orbit City
444-444-4444

=|

@ Unknown Zone
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Deleting an Attachment

Introduction  The delete option is only available to the user who originally attached the file.

How to Delete a File Follow the steps below to delete an attached file on a specific report.

Step Action Results
1. In the Attachments region, click on
the check box under the delete
column.

Attached Files

To Attach / Upload File:

Steps to Upload a File:
Browse to the file location by clicking on the "Browse..” button  To Delete a File:

Type a unigue name in the "File Name" field for easy Only the person who uploaded the file can delete the
identification. file.

Click the "Upload or Delete File™ button. Click on the checkbox next to the file to be deleted.
Do not upload " .docx” or "xlsx” files. Click on the "Upload or Delete File™ button.

{Save "dood”"xlxs" files 85 PODFs then upload the PDF file.)

File size limited to 1mb! PM

File Mame:

S > 2“9}7

Upload or Delete File ]

view contact list D 462387  Contact List.pdf  04/21/2013 05:57:28 pm  DEBYZIMMERMAN
1-1
2. Click the Upload or Delete File File is deleted from the system.
button.
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Logging-Out

Introduction When the user will not be using the application for a period of time, log off
the program for security reasons.

How To Follow the steps in the table below to exit the application.
Step Action Result
1. In the upper right corner of the
window, there are three navigational
options.
Link Action
Logout The browser will return to the Log-in page
KDADS Home Page Returns back to the KDADS Home Page for further access
options.
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